ATTACHMENT 6

The Office of Personnel Management (OPM) has mandated that all initial and re-
investigation requests received after January 1, 2009 must be processed electronically
through the eQip (Electronic Questionnaires for Investigation Processing) System, To
enable the FAA to meet the OPM mandate, changes have been made to the current way
we process contractor security investigations(procedure attached). This means that after
January 1, 2009, paper “Questionnaires for Public Trust Positions” (SF-85P) forms will
no longer be accepted. All contract applicants applying to work at an FAA facility will
be required to submit his/her SF-85P electronically.

FAA has developed the Vendor Application Procedures (VAP) to enable contract
companies to submit initial information electronically for new contract applicants
(instructions attached). Information provided through the VAP will eliminate the need
for the paper transmittal letter currently submitted with paper packages. Upon receipt of
VAP information, an FAA Personnel Security Specialist (PSS) will conduct the
appropriate security checks and, if required, will initiate the contractor applicant into the
eQIP system. The contract applicant will receive an email with instructions for
completing the electronic security form as well instructions where to mail the signature
pages and fingerprint cards. The contract company and the FAA Contracting Official
(CO, COTR, COR, LMS/etc.) will continue to receive “Interim Suitability” notification
from the PSS via email when the applicant can begin work.

Contract companies will need to designate a minimum of two contacts to enter data in
VAP. Larger companies may designate up to five contacts. In order to have access to
VAP. you will need to provide, via email, the name, phone number, email address, and
the last four of the designated contacts social security to The Servicing Security
Element. Once established, the Web ID and password will be forwarded to the contact.

If you have any questions regarding this new process, please feel free to contact Alease
Brooks (404) 305-6794, Janene Jones (404)-305-6755 or Cynthia Floyd
(404)-305-6877.
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VENDOR APPLICATION PROCESS INSTRUCTIONS
FOR CONTRACT COMPANIES

Access to the Vendor Application Process, VAP, will be granted to contract companies
by FAA Personnel Security. Companies will be required to provide a minimum of two
people to become VAP users. A request from a company must contain the following
information:

Name

Phone Number

E-Mail Address

Last 4 of Social Security Number
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Request must be sent to the proper area of responsibility for the contract. Contact the
Regional Servicing Security Element for the VAP Administrators.

When access is granted to a company user they will be issued a WebID and Password
through their listed e-mail. Vendors can then proceed to the website and use the online
service.

When using the system, vendors will first need to log in to the system using their WebID
and Password. The URL for the site is: https://vap.faa.gov. Once logged in
successfully, the user will have the ability to:

1. Request to add new contractor to a specific contract

2. Request to remove an active contractor from a specific contract

3. Request to obtain a list of active contractors on a specific contract for
reconciliation

ADD CONTRACTOR

The Add Contractor has several fields to fill in on the ADD option screen. Most fields
are mandatory. It is critical that the data is entered correctly. It is also very important
for the vendor to get the email address correct because an email will be sent to the
applicant by a Personnel Security Specialist (PSS) if the applicant must complete eQIP.
Once all the data is entered, click the Submit button to prepare data to be sent to our
Investigative Tracking System (ITS).
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Remowve Contractor Request Report Logout

Vendor Entry
Preliminary Approval Request Form

Company Name: FAA

L Jex orawamx

Contract Number"; |
00001y

FAA Region: (Select) 7|

First Name™: |

Middle Name:

Last Name™: |

SSN*:

Date of Birth*: | 11

B B oo vy Foma

v

Place of Birth - Country™: | UNITED STATES o |

Place of Birth - City:| ]
(Select) v

Place of Birth - State™:

(If applicant h
mail address)

Email Address™; e -
as no personal e-mail address, enter company e-

Position:

puyCig|

Note: * Indicates Mandatory Fields
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REMOVE CONTRACTOR

The Remove Contractor process is a way for the vendors to inform the PSS of those
contractors no longer on a specific FAA contract. The removal request form is pretty
simple to fill in, again with most fields mandatory. Of course, the key is the contract
number and the SSN as it is crucial that these fields are correct.

Add Contractor  Request Report Logout
Remove Entry

Removal Request Form

Company Name: FAA

Contract Number™; 5 . . (Ex. DTFAWA-0S-x-00001)

First Name™:

Middle Initial:
Last Name™:

Suffix:

SSN*:

| Submit !
Note: * Indicates Mandatory Fields
REQUEST REPORT

The Request Report option is the easiest function of this application. The vendor just
needs to enter the contract number and a report will be e-mailed to the vendor. The
purpose is that the vendors will reconcile their list of employees with the report.

LOGOUT

To Logout of the system just choose the Logout option. Then you will be prompted to
choose the Close Window Button to successfully closeout the screen.
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If you have questions or a problem occurs with VAP please contact one of the listed
administrators.

Attachment: List of Administrators

Southern Region Contacts:

Alease Brooks (404) 305-6794 alease.brooks(@faa.gov
Cynthia Floyd (404) 305-6877 cynthia.floyd@faa.gov

Janene Jones (404) 305-6755 janene.hamilton(@faa.gov




